6. Updating your waitlist(s)

If you are required to do waitlist updates, then you will need to record the
outcomes of those updates on the waitlist. Note: This guide assumes that a client
may be on more than one waitlist at this property, or that the applicant may be on
walitlists at several properties managed by this one office.
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Go to: http://www.housingworks.net or http://www.housingworks.com
Click the link: “Enter HousingWorks”
Click the link: “Registered Housing Provider”

Enter your ID and password. These are found in the document: “1. How to Start
HousingWorks: Office Set-up” which should be on file in your site office and at the central
management office, if there is one.)

5. You will see the following webpage:

der | Demo 1BR Waitlist

:ate Provider Housin

v 2.0_GIS

To access a client, enter their

- Social Security Number:
Update program info o
Control Mumber:

Manage waithists =
Walk-Tn screen Last Name: and
Date of Birth: | Sep v |21 *||2007

Add to Waitlist 1BR30% AMI  +

Create/Update online applications

Search for housing or housing resources

{ Generate Application ]

Change password /
[ Update Application Status ]

6. Enter a client’s SSN, OR the client’s control number, OR the client’s last name and
birthdate, and then click the “Update Application Status” button (red arrow points to it in
above picture. This takes you to the last step:

Page 2 shows you the last step if you only intend to update the info for just a few clients.

Page 3 after that shows you the last step if you are updating an entire waitlist, or lots of clients.



7a. LAST STEP: If you’re updating the information for only a few clients:

The details about the client’s waitlist info will appear on a webpage — you'll see all the
client’s contact and income information, plus information about the waitlists they are on.
You can now update or edit any or all of the applicant’s waitlist information on that resulting

page.

Be sure to hit the “Update Status” button located at the bottom of the webpage, when you
are done — this saves your information permanently.

Applicant Status | Demo 1BR Waitlist Active Client: Test Aanon84
Semrch Advocats Provider Housing Works
w 10_G1% 1aseeInce
Test Aanon84
Contact Information (Updated: 06/102006)
Phone Numbes 81 7HETS Annual Incom
EMail: | | Race:[Hspanic ¥
Mailing Addres:[73 Hemamay 32609 |
== Siaiw g
[Bogton | L ] |

Waitlist Status

4To put the client on multiple waitlists:

1. Complete the first waitlist row, including the contrel number and datetime of application. The applicant must have the same control number for all waitlists!
2. Pressthe green plus sign above

Tochange an applicant's status on some or all waitlists:
1. Provide answersto the firsttwo fields below,

2. Checkthe boxesto the left of those waitlizt(z)you want to affect (if all waitlists are affected, click the "Check All" box ),
3. Asalaststep, press the "Enter” key on your keyboard to activate the "Update Status™ button.

Change Sml‘ustd Qoen v|
Reazon for Update | -none )
Verifying Phor o ey
Number:
[ Theck AN [ Uncheck AT
Priority Eligible?
Waitlist Name Preference Control # Status U Lasl“ y Motes
Desired Unit Size
Date & Time*
1BR 30% AMI ™| mAZE | 1 Bedroom ™ oTETOT
- o 0 R0 e = —
Bxtremehy Low Incor ¥ O Medifications .
1BR 50°% AMI ™ MAZ6 | 1 Bedroom ™ En407
= 0O T Yes Ol Wheslchair Closed 0313 fime o dfer,indigHe a
Extremehy Low Incor % O Medifications LN
1BR Wheelchz ¥ 06 1 Bedroom ™ QTETAT
- e Yes [1Wheslchair Closed g ime indighe a
[1] [1] ,,,m, m2 0818 ftime of offer, indligH




7b. LAST STEP: If you’re updating the information for a lot of clients:

First do some helpful “set up” your computer:

1) You'll need a calculator If you use the one on your computer, add it to the START
menu of your computer. (Find it via: START/AIl Programs/Accessories/)

2) You'll need notepad.exe, a small software on your computer. Add it to the START
menu of your computer. (Find it via: START/AIl Programs/Accessories/)

3) Open the Notepad file, and place it up in a corner so it's easy to see both the waitlist
information on the website, AND the notepad file. In the notepad file, type any
common phrases you will be adding to the NOTES field for each client: this will be
phrases like: 08/15/07: DNR to WL update (did not respond to the waitlist update
letter mailed on Aug 15, 2007). You will then be able to copy these phrases to your
mouse, and paste them for hundreds of clients, avoiding the trouble of having to type
the same darn phrase over and over again. (below, see how the notes window is
pasted on top of the internet explorer window.)

4) Now you can edit the client’s contact or information, AND ALSO you can edit the
multiple waitlists they are on. They should have same control number for all waitlists!
Also they NOTES field can be the same or different for each waitlist; generally it's a
good idea to have the same notes in each waitlists, because your annual or monthly
reporting should contain all these notes. Be sure to hit the “Update Status” button
located at the bottom of the webpage, when you are done — this saves your
information permanently.

Applicant Status | Demo 1BR Waitlist Active Client: Test Aanondd
Semrch Advocste Provider HousingWorks
w 10_S1% 1IzEraCos
Test Aanon84
Contact Information (Updated: 06/10.2006)
Phone Numbe: |81 7HE5% Annual Incom 4544
E-Mail: Race: | Hispanic ]

Mailing Addres=z| 3 Hemaway 509
= P =

Boston MA P25
¥To put the client on multiple waitlists:

1. Complete the first waitlist row , including the control number and datetime of application. The applicant must have the same control nugk
2. Pressthe green plus=sign above

grforallwaitlists
WL Update text - Notepad
File Edit Format View Help
07/12/07: RSVP WL Update_

Tochange anapplicant's status on some or all waitlists:
07/12/07: DNR WL Update.
1. Provide answers to the first two fields below,

2. Checkthe boxes to the left ofthose waitlistiz) you want to affect (if all waitlists are affected, click the "Check All" box. ),
3. Asalaststep, press the "Enter” key on your keyboard to activate the "Update Status” button. 07/12/07- NR WL Update.

07/12/07: DL WL Update.

07/12/07: RSVP WL Update. Requests transfer to 4BR WL

Change Statuz tq Jpen e 07/12/07: RSVP WL Update. Transferred from 1BR WL.
R R ~
Reason for Upd.al:e nene 08/3/04: 4 Lomne St #4_ (rejected, citing location). |
Verifying Phor
Bl 7AET7 04/05/04: DNR Interview Letter.
Number:

[(Check Al [ Uncheck AT

Priority Eligible?
Waitlist Name Preference Control . o Status I Lasl” 1 Motes
Desired Unit Size
Date & Time*®
1BR 30% AMI_»| 1 Bedroom | oTETaT
= O 0 0 Eﬁ;ﬁ maz Yes CWheslchsir Closed 0218
BExtremehy Low Incor ™| : [ Modifications. b
1BR 50% AMI 01 AR06 1 Bedroom - | 08/1407
- O 1] reinc O 50N me Yes O'Whesslchair Closed oz time of offer, indighe o
BExtremehy Low Incor ™| : [ Modifications. R
1BR Wheelchz ¥ 01ARA6 1 Bedroom | oTETaT

= ] 0 0 — maz Yes [TWheselchair Closed 0818 time: of affer, indligile !



